C ALIFORNy

City of Long Beach
Poll Worker Training
Primary Nominating Election
April 13, 2010



Note about training location

= [his is a secure facility!

e Do not use your cell phone!
e Do not wander around the building!

e Do not leave class early!



WELCOME

= [hanks for volunteering!
= What’s on the ballot?

= New this time:
o \WWrite-in candidates
e Red box divider
e New Provisional Envelope
e | oyalty oath has changed color



Keep it simple!!

s Long Beach elections may sometimes
SEEM complicated

o [t's not about knowing what to do, it’s
about following directions!

e Everything you need to know is in your
materials.

e Important items are usually labeled with
directions!



Keep it simple!!

s Elections
aren’t
ALWAYS

simplel!!




Keep it simple!!

s [he 3 R’s: Relax, Reflect, READ

o Relax
= Don’t panic.
= [ake a deep breath!

e Reflect

= [s this situation something you've seen or
done before?

e READ

= Look at your materials—are there clear
instructions for that situation?

= If you still don’t understand, CALL!!
= [t is better to be correct than quick!!



Inspectors: Before Election Day

s Contact your polling place to ensure
entry on Election Day

e Find out who is letting you in

= Call all members of your team to
make sure they know where/when to
arrive

s Expect a call from your precinct
coordinator—trade cell phone #’s

Problem? Cancellation? Call us! (562) 570-6101



Inspectors: Before Election Day

CITY OF

DEPARTME.  Attention Inspectors:

Please do not make additions, substitutions, or fill

B o U REAL vacancies due to cancellations or “no shows”
without prior authorization from the City of Long

Beach Election Bureau. Unauthorized workers

will not be compensated. Report vacancies to:

333 W. OCEAN BLVD., LONG BEAC

12-Nov-09

(562) 570-5012 or (562) 570-5103

L ———

Thank you for offering to serve as a Precinct Officer for our upcoming election, Tuesday, December
29, 2009. You are assigned to precinct 3850047C, located at:

LINCOLN ELEMENTARY SCHOOL

AUDITORIUM
1175 E 011TH ST, LONG BEACH 90813

YOU MUST RESERVE A SEAT.

As a Precinct Officer for this election, you are required to take a Precinct Worker Training Class on
Friday, December 18, 2009. Please see the enclosed flyer for class information. Only those assigned
to work on this election day will be allowed to attend the class. Please do not invite persons who are
not assigned by our election staff to attend training as they will not be compensated.

~ Below is the entire list of Precinct Officers serving on your Board:




Inspectors: Before Election Day

s Pick up your Inspector Box after
class

e 2750 E. Wardlow—Building 50

e Take Cherry to Wardlow, go EAST on
Wardlow.

o Look for sidewalk sign
e Map included with appt. letter.

= Have room for the supply box and 3
voting booths in your car.

Something missing? Call us! (562) 570-6101



Inspectors: Before Election Day
s Check supplies right away!

e Use list on inside cover of supply box

o Note that you will only have one box of
ballots—if you need more, call Precinct
Coordinator

e Call BEFORE you run out!

= Be sure precinct numbers match

s Check VBM list and mark names
not already marked.

Something missing? Call us! (562) 570-6101



Polling Place Set Up

= Visit BEFORE Election Day.

o Know where it is and how you’'re getting
there!

s Set up early if possible (get
permission first!)
e Set up booths, interior polling place
signs, etc.
e DO NOT set out ROSTER, VBM LIST,



Election Day.

Arr/ive'by 6:30 a.m.



Display’ Parking Pass




Prepare to Open Polls

REFER TO STEPS OUTLINED IN
Pollworker Materials

All Board Members must work
together to set up

Unpack supplies

Display the flag and polling place
signs outside

Display informational posters inside
Set up voting booths




Prepare to Open Polls
Setting up your booths

o Keep privacy: and: traffic fiow: in mind
o Be sure voting instructions are posted




Prepare to Open Polls
Setting up your booths

o Accessible booth assembly.




Prepare to Open Polls

Setting up your table:

Street index = Provisional
Roster of VVoters Envelopes

Tally Card s Demo Ballots
\ote-by-Mail list = Sample Ballots
Official ballots and = Voter w/Disability
secrecy folders forms

Stationery supplies = Ballot box

List of Qualified
write-in candidates



Post Flag, Roster and Signs
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Prepare to Open Polls

s When setting out/posting materials,
be sure to keep access in mind:

e Don't post items where they can't be
seen

e Don’t place items on the table where
they can’t be used by voters



Prepare to Open Polls

Inspectors: administer oath to
Election Officers and have each
board member sign roster

e Payroll/loyalty oath page is salmon color now!
Assign positions—rotate periodically

cC]iomplete name badges and wear all
ay

REMEMBER! A majority of your
board must be present at all times!



Bilingual Election Officers
Wear It proudly!

Print First Name

‘j‘l/
2R | Speak:
1

19hdnang s

Language(s)

o\
oY BO PHIEU *

(’l- .
-




Street Index

Supplies should contain 3 copies!

Post near entrance to polling place—
where you can see it!

Keep two copies at desk

Draw line through voter’s name on
both desk copies when announced

Rotate door copy every hour until 6
p.Mm.

Update index from door after rotation



Announce:
“The Polls are Now Open!”




Processing the 1= VVoter

s Allow voter to verify that ballot box
IS empty

s Seal box—close outside flaps before
putting seals on sides.

s Box MUST remain sealed until polls
are closed (and white box is sealed)!

= Lay box flat on table.




VWny are you
here?

YOU ARE HERE TO
SERVE THE VOTER



Serving the voter
Be Courteous and Patient

s Be Courteous

s Be Patient

= Be Professional
s Be Sensitive



Ballots

= Ballot is the same as past elections:
e \/oters use pen, no machines to set up!

s Remove stub and hand to the voter
when they‘ve finished

s Use secrecy folders
e Folders don't go in ballot box!

e Folders ensure privacy and make voters
more comfortable.



Processing Standard Voters

s Greet voter (Remember why you’re
there! SMILE!)

s V/oter states name and address

= Locate name Iin Roster (Ask for
other possible combinations)

= Voter signs Roster
= Mark index rosters

= Hand voter ballot, secrecy
folder and pen.

= Direct voter to voting booth



Processing Standard Voters

s Does any voter need to show
ID at the polls?

= NO.

e Under certain limited
circumstances, voters may be
required to show ID under
Federal law. Voters do not need
to show ID for city elections.




Processing Standard Voters

= When voter Is finished voting
member of precinct board shall:

e Ensure voter has removed ballot stub

e Drop ballot in box (remember to keep
the box right side up!)

e Issue “lI Voted” sticker to voter

e Mark tally sheet

«= REMEMBER TO MARK TALLY SHEET ONLY
WHEN BALLOT IS ISSUED FROM YOUR
SUPPLY!



Precinct Mo: TALLY CARD SME 04-07-2008
[ Mark-off ONLY when a ballot is issued from your Ballot Supply.

1 3456 7688 10 12 3 465606 78068 =0 12340667885 3012346567865 40 12 340667885 50
51 3 4 56 7B 9 &0 12 3 456 789 70 12346678085 &0 1234566789 501234056788 1o0
101 Z 3 4 5 6 7 B 8 110 1 2 3 4 5 6 7 8 5 120 1 2 3 4 5 6 7 8 § 130 1 2 3 4 5 6 7 B 9 140 1 2 3 4 5 6 7 B § 150
151 z 3 4 5 6 7T B 8 160 1 2 3 4 5 6 7 8 9 170 1 2 3 4 5 6 7 8 § 180 1 2 3 4 5 6 7 6 9 Is0 1 2 3 4 5 6 7 B 8§ 200
201 ¢ 3 4 B 6 T B @ 210 1 2 3 4 5 6 7 8 8 220 1 2 3 4 65 6 7 8@ § =230 1 2 3 4 5 6 7 B 6 240 1 2 3 4 & 6 7 B § 250
251 3 4 5 6 7T B S 260 1 2 3 4 5 6 785 270 1 2 3 45 67805 260 12 35466765 250 12340667885 o0
301 Z 3 4 5 6 7T B 8 3ip 1 2 3 4 5 6 7 8 5 22p 1L 2 5 4 5 6 7 8 § 230 1 2 3 4 5 6 76 9 z2a0 1 2 3 4 5 6 7 8B § 350
351 % 3 4 5 6 7T B 8 360 1 2 3 4 5 6 7 8 8 270 1 2 3 4 5 6 7 8 § 360 1 Z 3 4 5 6 71 B & 350 1 2 3 4 5 6 7 B 8§ 400
401 2 3 4 5 6 7T B & 410 1 2 3 4 5 6 7 8 5 420 1 2 3 4 5 6 7 8 § 430 1 2 3 4 5 6 7 B 5 440 1 2 3 4 5 6 7T B § 450
451 Z 3 4 5 6 7 B 8 460 1 Z 3 4 5 6 7 8 5 470 1 ? 3 4 5 6 7 8 § 460 1 7 3 4 5 6 7 B 9 490 1 2 3 4 5 6 7 B § 500
501 3 4 5 6 7 B 8 510 1 % 3 4 5 6 7 8 8 530 1 2 3 4 5 6 7 8 § 530 1 % 3 4 65 6 71 B & 540 1 2 3 4 65 6 7 B § &S50
551 2 3 4 5 6 7 B 8 560 1 2 3 4 5 6 7 8 9 570 1L 2 3 4 5 6 7 8 9 580 1 2 3 4 5 6 7 B 9 590 1 2 3 4 56 7 8B 9 &0
601 Z 3 4 5 6 7 B 8 610 1 2 3 4 5 6 7 8 9 &30 1 2 3 4 5 6 7 8 § 630 1 2 3 4 5 6 7 B 9 &40 1 2 3 4 5 6 7 B §  &50
651 3 4 5 6 T B 8 660 1 2 3 4 5 6 7 8 9 670 1 2 3 4 5 6 7 8 § &80 1 2 3 4 5 6 7 B 9 &30 1 2 3 4 5 6 7 B 8§ 700
701 3 4 B 6 7T B 8@ 710 1 2 2 4 5 6 7 8 8 720 1 2 3 4 5 & 7 @ § 730 1 2 3 4 8 & 7 B 9 740 1 2 3 4 B 6 7 B & 750
751 3 4 5 6 7T B & 760 1 2 3 4 5 6 7 8 & 770 1L 2 3 4 5 6 7 8 5 VA0 1 2 3 4 5 6 7 B 5 70 1 2 3 4 56785 2 E00
%01 Z 3 4 5 6 7T B 8 gip 1 2 3 4 5 6 7 8 5 gzp 1L 2 5 4 5 6 7 8 § g0 1 2 3 4 5 6 71 B & gao 1 2 3 4 5 6 7 B § @50
851 % 3 4 5 6 7 B 8 860 1 2 3 4 5 6 7 8 8 B70 1 2 3 4 5 6 7 8 § B60 1 Z 3 4 5 6 71 B & B0 1 2 3 4 65 6 7 B § 900
501 3 4 5 6 7T B & 510 1 2 3 4 5 6 7 8 5 920 1L 2 3 4 5 6 7 8 § 530 1 2 3 4 5 6 7 B 5 S40 1 2 3 4 5 6 7 B §  I50
951 Z 3 4 5 6 7 B 8 960 1 % 3 4 5 6 7 8 5 970 1 2 3 4 5 6 7 8 § 950 1 F 3 4 5 6 7 B & 950 1 2 3 4 5 6 7 B § 00
wer 2 3 4 5 B 7 BE S 10 1 2 3 4 & 6 7 8 5 20 1 2 3 4 % 67 8 5 30123456785 40123456788 50
51 : 3 4 6 6 7 E 3 &0 1 2 3 4 & 6 7 8 5 70 1 2 3458 6 7 85 8012 3486 763 901234567885 100
101 z 2 4 5 6 7 E @ 110 1 2 3 4 & 6 7 8 9@ 120 1 2 3 4 & 6 7 8 & 130 1 7 3 4 & 6 7 B 9 140 1 2 3 4 & 6 7 8 § 180
151 z 2 4 5 6 7 B 9 160 1 2 3 4 &% 6 7 8 9 190 L 2 3 4 5 & 7 8 9 180 1 2 3 4 5 6 7 B 9 199 1 2 3 4 5 & 7 B 9 200
201 z 3 4 5 6 7 B 9 210 1 Z 3 4 5% 6 7 8 9 220 1 2 3 4 K 6 7 B 9 23 1 2 34 B 6 7 B 9 240 1 2 3 4 % 6 7 B 5 2B
281 > 2 4 5 6 7 B O 260 1 2 2 4 & 6 7 8 9 270 L 2 3 4 & § 7 8 9 280 1 2 34 8 £ 7 B 9 200 1 2 34 % 6 7 8 5 300
31 z 2 4 5 6 7 B 9 310 1 2 2 4 & 6 7 8 9 20 L 2 3 4 & 6 7 8 9 230 1 2 34 8 £ 7 B 9 240 1 2 3 4 % 6 7 8 6 2 3m0
381 * 3 4 5 6 7 BE 9 360 1 Z 3 4 5% 6 7 B 9 370 1L 2 3 4 % 6 7 B 5 380 1 2 34 5 6 7 B 3 380 1 2 34 5 5 7 8B 5 400
401 : 3 4 5 6 7 E 9 d10 1 2 3 4 & 6 7 8 9 420 1L 2 3 4 5 6 7 8 9 430 1 7 3 4 5 6 7 B 9 440 1 2 3 4 & 6 7 8 5 480
451 : 3 4 5 6 7 E 9 460 1 Z 3 4 & 6 7 8 9 470 1L 2 3 4 & 6 7 8 9 480 1 7 3 4 6 6 7 B 9 490 1 2 3 4 & 6 7 8 &  SOO
B0l z 3 4 5 B 7 BE 9 K10 1 Z 3 4 &% 6 7 8 9 E20 1 2 3 4 & 6 7 8 5 B30 1 2 3 4 5 6 7 B 3 B40 1 2 3 4 5 5 7 B &  EEO
BE1 : 3 4 5 6 7 E 9 S60 1 2 3 4 & 6 7 8 9 B70 1 2 3 4 & 6 7 8 5 BA0 1 7 3 4 B 6 7 B 9 B8O 1 2 31 4 & 6 7 8 & 600
601 z 3 4 5 6 7 E @ 610 1 2 3 4 & 6 7 8 9 €20 1 2 3 4 & 6 7 8 9 €30 1 7 34 6 6 7 B 9 €40 1 2 3 4 & 6 7 8 § &8O
651 > 3 4 5 6 7 B 9 660 1 2 3 4 5% 6 7 B 9 690 L 2 3 4 5 6 7 8 9 &80 1 2 3 4 5 6 7 B 9 €99 1 2 3 4 5 6 7 B 9 T
701 z 3 4 5 6 7 B 9 T10 1 Z 3 4 5 6 7 8 9 T20 1L 2 3 4 K 6 7 B 3 T 1 2 34 8 6 7 B 3 740 1 2 3 4 % 65 7 B 5 T80
781 > 2 4 K 6 7 B O TE0 1 2 2 4 & 6 78 9 790 L 2 3 4 & § 7 8 9 780 1 2 34 8 £ 7 B 9 790 1 2 34 &% 6 7 8 5 800
B0l z 2 4 5 6 7 B O Bl0 1 2 2 4 & 6 7 8 9 B20 L 2 3 4 & £ 7 8 9 @30 1 2 3 4 8 £ 7 B 9 840 1 2 3 4 & 6 7 8 & 8E0
BElL * 3 4 5 6 7 E 9 BGO 1 Z 3 4 5% 6 7 8 9 B0 1 2 3 4 % 6 7 B 5 BBO 1 2 34 5% 6 7 B 3 8% 1 2 3 4 5 5 7 B %  S00
901 : 3 4 5 6 7 E @ 910 1 2 3 4 5 6 7 8 9 920 1L 2 3 4 & 6 7 8 5 930 1 7 3 4 5 6 7 B 9 G40 1 2 3 4 & 6 7 B 5 880
951 > 2 4 5 E 7 B O G960 1 2 2 4 % 6 7 8 9 9970 1 2 3 4 & £ 7 8 9 680 1 2 3 4 & 6 7 8 9 900 1 2 3 4 & 6 7 B O  pean

If you have marked-off 150 ballots, before 4:00 PM, call your Precinct Coordinator for more ballots IMMEDIATELY .



Spolled Ballots

= How many ballots is each voter
allowed?

e Each voter may spoil 2 ballots—the 3rd
one better be good. Make sure this is
clear!

s Spoiled ballots go in white box

= Total number of spoiled ballots
entered on ballot statement AND
white box label



\/ote-hby-Mail \Voters
\/oter drops off ballot:

z Confirm that envelope IS
properly filled out and
signed!

= Ballot Clerk drop envelope
in ballot box.



\/ote-by-Mail \Voters

Voter completes
and signs here

] VOTER: READ STATEMENT, SIGN AND DATE BELOW

| have not applied for an absentee/vote by mail ballot from any other jurisdiction for the same election.
| declare under the penalty of perjury that the foregoing declarations are, to the best of my knowledge
and belief, true and correct.

MARKED OFFICIA

THIS BOX FOR LB CITY CLERK ELECTION OFFICIAL USE
| Voter |.D #: DEO Initials
Voter must sign| DEO Initials 2:
anc/ complete in| AVTrans#________ DEO Initials 3:

TS nature/Mismatch signature V not issued

No s
No Info/lncomplete data Not registered
T arder for the Empty/No ballot enclosed

It the voter is unab ballot to be
counted

Date of signing

VOTER

— o e e e e

MMPORTANT — Complete below ONLY if this ballot is hand delivered to the Elections Official or to
polling place on election day by someone other than the vot

I Due il or 5 = ility, | designate the wing




\ote-py-Viail Voters
[Has vallet but ne envelope:

m Use
provided in supplies.

= \/oter completes and signs



TED. POWER OF
ATTORNEY NOT ACCEPTED

{5 CITY OF LONG BEACH

AV REPLACEMENT RETURN ENVELOPE

ABSENTEE BALLOT RETURNED TO THE POLLING PLACE

VOTER DID NOT HAVE ISSUED RETURN ENVELOPE




Provisional Ballots

= V/oter must use a provisional ballot
when:

e His/Her name is not on the official
roster of voters

e His/Her name appears on the list of
vote-by-mail voters sent by the Long
Beach City Clerk and voter does not
have ballot to surrender



Precessing Previsional Voters

Voter does NOT sign roster

Poll worker enters name of provisional
voter in PINK provisional roster.

\oter completes and signs right portion of
envelope

Poll worker completes left portion
Pollworker issues ballot; voter votes

VVoter places ballot in PINK envelope and
seals

Ballot clerk places envelope in ballot box
Issue provisional receipt



Precessing Previsional Voters

= Questions or problems?
e Remember the 3 R's!!

e Relax: take a deep breath

e Reflect: are you sure this voter is a
orovisional voter?

e READ: The envelope has easy-to-follow
Instructions!




Provisional Roster

PROVISIONAL VOTER
BALLOT LOG
&

List all “Provisional Ballot Voters” on the Pink Provisional Ballot Log. The
Line No. should correspond with the Line Number you wrote on the voters
provisional receipt. This list is mandatory.

A voter who wishes to drop off a Voted or Un-voted (must be sealed in the
original mailer) Ballot, may do so. Ask the voter if they will sign the Voted
and Un-voted Ballot Log.




New: PrevisionallEnvelope: Eront

LE City Clerk Election Official Use ONLY

[ »0CoUNT

VOTER - COMPLETE AND SIGN

Crparator 2 Initials:

Last Mams

R.-"g:li‘t—'_"E'd. Pracinct Mo.:

Currant Pracingt Mo

Eallot Typsa:

Eallot Typa:

Wota-By-hail Izswed Date:

-

Y

e 2 D

ENTTE: TF. B0 STREET ADDRESS. describe where you [ve |-ross streets,

route, M, 5 E.\, orlandmark.]

Votz-BE 1:-]:»131'1 Boatumead Data:

Drate moved into Current Resident Address:

IF YO HAVE MOVED SINCEYOU LAST REGI STERED:

R.-"E:IE‘I:—'_"E'd. Pﬂum:t =

| am a citizen of the United States:

NO

| am 18 years or Older:

NO

CALicenssorlD:

55# Last 4 digits:

City of Long Beach

PROVISIONAL BALLOT ENVELOPE
(VOTING TWICE IS A FELONY)

Daytime Phone # (Optional):

T"‘u"nterDeclaratmn

Voter's Signature [as Registered)

Today's Date




Previsional Envelope: Back

Emergancy Volter - The stamp ares to the right is for the

purpose of identifying wotes cast under the provisions of Electon

Codefs): 14402.5 — Poll Hours Extended
14313 — State of Emargency

Cnily a Stamp provided by THE ELECTION OFF ICIAL may be

used for this purpose.

Pollworker Easy Steps to follow:

Voterfills out RED portionofthis envelope.
Pollworker fills out GREEN portion ofthis
envelope.

Printvoter's name on page in Provisional Voter
BallotLoqg.

|ssuea ballot.

Voterinserts voted ballotintothis envelope and
sedls envelope.

Pollwaorker reviews envelope for completeness
and deposits into Ballot Box.

Pollworker issues Provisional Receiptto voter.




rovisional Voter Recel

[ POLLWORKER
4 Please fill in the spaces below &

—
| If you would lik
| please callt

| the electi

>

Provisional Voter R¢

Your ballot will be
Registrar's Office estal

B Flections
172004




Please review
Provisional Ballot
procedures found In the
“What to Do If” Guide



VBM Voter
\Wants to vote at polls:

s \/oter surrenders unvoted \VVBM ballot

s Write “surrendered”™ on ballot and
place iIn WHITE BOX.

= Line through "VBM™ in roster and
write “\VVAP”

s VVoter must sign roster and is issued
ballot—process voter as normal




\VVBM Voter
Does not have ballot to
surrender:

= \/oter must vote a provisional ballot

s No exceptions!

e Assure voter that provisional WILL count
if they did not return VBM ballot.



Write-In votes

s We have write-in candidates in
Council Districts 7 and 9.

s | he next few slides discuss several
DOs and DON'Ts for the write-in
process

= REMINDER: City poll workers must
be STRICTLY neutral



Write-In votes DOs and DON’Ts

s DO: If asked, provide list of qualified
write in candidates

s DON'T: Announce to voters that
there are write-in candidates in this
election—only give write-in candidate

list if asked.



Write-In votes DOs and DON’Ts

s DO: If asked on how to vote for
write-in candidates, refer voters to
instructions on the ballot stub.

s DON'T: Forget to be EXTRA vigilant
about checking voting booths for
write-in candidate list, pens, flyers,
etc.



Write-In votes DOs and DON’Ts

s DO: Separate ALL write-in ballots at
the end of the night and place them
on top of stack of voted ballots in

= DON'T: Forget to place the divider in
between the ballots with write-in
votes and those without.



Write-1n divider

THIS DIVIDER

>Place all [iallots in order:
Face up, with Lower Left Corner cut together.

»Separate “Write-In” ballots from “Standard” ballots.

¥ Place oll Standard {non Write-In} ballots on bottom of siack. o et
#Place THIS DIVIDER an tap of Standard ballots.
> Place “Write-In" ballots on top of THIS DIVIDER.
3 Place completed “Ballot Statement” from roster (Red Print} on tep of “Write-In™ ballots.

»Have all Board Members sign “Red Box Seal” and seal the Red Box.

THIS DIVIDER




Corrections anad Cancellations

s Use BEIGE sheet in roster
= Used to update voter file

s DO NOT make corrections on roster
pages



\/oters with disabilities /
Assisted Voters

= BE SENSITIVE TO
VOTERS" NEEDS!

= Remember why
you're there!



Assisted Voters:
Assistance In polls

s \/oter may be assisted in voting
booth if unable to mark ballot

s Complete INn roster

» Up to two persons may assist

s Anyone assisting a voter MUST sign
assisted voter list.




VWD Forms

s Assisted voter list = VWD form

n All assisted voters do not need to
complete VWD form.

s Use VWD form ONLY when voter can
not enter the polling place.



VWD Forms

If needed, follow instructions on BACK of
form.

Completed forms go in
envelope

VWD form used only if voter is unable to
enter polling place

Reminder: Roster NEVER leaves polling
place.



VWD Form

“VOTER WITH DISABILITY” FORM

M1 by “Voter with Disability”)

= Remember: VWD oz
fO rm S a re fO r . VOTER — Complete & Sign
voters who cannot e
enter the polling o

~ “I certify that | am a voter with a disability, and | am unable to

p I a Ce enter the polling place to vote.”
(]

= Why? Because ey
roster can never
leave the polling T e
place.

[ | I n St ru Cti O n S O n <ML Procedures on Reverse Side S>>
b a C k Of fo rm Inspector: Place completed form in GREEN STRIPE envelope




Electioneering

s Electioneers must be at least 100"
from the front door.

= No campaign material in precinct—
shirts, buttons, etc.

= Avoid confrontation! Be polite.

s Call Precinct Coordinator if problems
arise.

s EXit polls must be 25" away




Poll \Watchers

s Read YELLOW brochure
s ANYBODY can be an observer!!

s Offer YELLOW brochure to
observers and point out poll watcher
poster

= Observers may inspect roster and
indexes, but observers
TOUCH roster or interfere with voting
process.



Closing Procedures

e At 8:00 p.m. sharp announce:
“The polls are now closed”

 VVoters in line at 8:00 PM may
still vote!

e Persons arriving after
announcement may not vote

* Follow the steps described In
the Pollworker Guide




Closing Procedures

= WO people begin breaking down
polling place—don’t forget items
outside (flag and signs)

= TWO people begin reconciliation
of ballot materials.



Closing Procedures
Reconciliation:

s Clear table

s Gather the following items:
o Ballot box
e Roster of voters
e Pink Provisional Roster
o Clear Ballot Security Envelope
. Envelope
e \White Box and White Box Seal
° and



Closing Precedures
White Box:

s Follow instructions on White Box Seal

s Count spoiled ballots and enter total
on Line 4 of Ballot Statement and on
White Box Seal

s Return spoiled ballots to White Box



Closing Procedures
White Box:

s Follow instructions on White Box
Seal.

s Fill out seal completely. Note that
number of UNUSED ballots also goes
on Ballot Statement.

s All unused ballots and used pad
stubs go into White Box

= Voters keep "ballot stubs” you keep
“pad stubs”.




Closing Procedures
White Box:

s Surrendered VBM ballots go in the
White Box.

s Spoiled ballots also go into White
Box.

s When all items are accounted for and
placed inside, seal box with White
Box Seal.



Closing Procedures
Voted Ballots

sBreak seal and open
ballot box

WHITE BOX



Closing Procedures
Voted Ballots

s After WHITE BOX is sealed, you can
break seal on ballot box.

= Remove voted VBM envelopes
DO NOT OPEN ENVELOPES!

x Count voted VBM ballots and enter total
on line 8 of Ballot Statement and on front
of Ballot Security Envelope



Closing Procedures

\/oted Provisional Ballots

= Remove PINK envelopes from Ballot
Box

DO NOT OPEN ENVELOPES!

s Enter total on Line 5 of Ballot
Statement and on front of clear

Bal
x All

ot Security Envelope

orovisional voters should be listed

IN Pink Provisional Roster



Closing Procedures
\/oted Precinct Ballots

= Remove voted precinct ballots from
ballot box

e Be sure all stubs have been removed
s Count ballots

s Enter total on Line 2 of Ballot
Statement.

s Put ballots in



Closing Procedures
Write-in Ballots

s Check all ballots for write-in
candidates.

s Separate ANY ballots with write-in
choices. (Even if it's Mickey Mouse.)

s Place write-ins on the top of your
pile. (Use green ballot divider.)

= Pile goes in



Closing Procedures

« Complete the
Ballot Statement
as you close.

e Read each line
and fill in the
blanks.

> WHITE copy of this

“YELLOW" COPY.

TOTAL BALLOTS ASSIGNED

BALLOT STATEM ENT

L BALLOTS RECEIVED

2.

IT DOES NOT INCLUDE “VOTE BY MAIL”
BALLOTS OR PROVISIONAL BALLOTS

3. NUMBER OF UNUSED BALLOTS —*» 5

4. NUMBER OF SPOILED BALLOTS » ’ 4

NUMBER OF PROVISIONAL BALLOTS

(Quantity issued from Polling P

TDTAL OF BOXEb (2,34 & 5)
Box No. 1)

7. TOTAL NUMBER OF SIGNATURES IN
THE ROSTER

(Number should agree with #2 al

If there is a difference between items 2 & 7, please explain below:

Exp

AL VOTED “VOTE BY MAIL"
BALLOTS RECEIVED

(Inclt VBM ballots put into Pro nal Er

9. TOTAL WRITE-IN BALLOTS IN RED

CERTIFICATE OF
PACKAGING &
SEALING

“RED BOX” CONTAINS
i

VOTED BALLOTS
from the Ballot Box

“WHITE BOX” CONTAI NS

Unused Bz

VOTED PROVISIONAL

BALLOTS

RETURNED VOTED “VOTE
BY MAIL" BALLOT

| AFTER COMPLETING BALLOT STATEMENT, FILL OUT AND SIGN CERTIFICATION OF PRECINCT BOARD TO THE RIGHT—¥




Closing Procedures
Ballot Statement

s If Ballot Statement does not balance,
recheck twice.

s If still out of balance, write "DOES
NOT BALANCE” in explanation area

s Complete and sign the Certification
of the Precinct Board on the front of
the Roster of Voters



Closing Procedures
Ballot Statement

Remove white and yellow copies of
Ballot Statement/Certificate of
Packaging and Sealing

White copy goes In

Seal signed by all board
members

sealed with Seal



Closing Procedures
Continuea:

s Place YELLOW copy of Ballot
Statement/Certificate of Packing
& Sealing into Yellow Envelope

and MAIL that night.
A
gv
—



Closing Procedures
Clear Ballot Security Envelope

s Contains:

o\/oted provisional ballots
(Pink Envelopes)

o\/oted VBM ballots (
Envelopes)



Closing Procedures
Green Stripe Envelope

s Contains:
e Roster of voters
e Pink provisional roster
o Street Indexes
o \/BM list
e Completed VWD forms (if any)
e Tally Sheet
e Clear Ballot Security Envelope



Closing Procedures
Supply Box

s Contains everything EXCEPT:

eYellow Envelope



Check-In Center

s [ake Cherry to Wardlow
s East on Wardlow (2750 E. Wardlow)
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We're almost done....

s Remember the 3 R's!|
e Relax

e Reflect
e READ

s Call if you have questions or
problems!

e Help is a phone call away!!



We're almost done....

sQuestions?



THANK
YOU!



Good LLuck on 4/13
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